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CHAPTER-I
Q1. Aids to trade : it includes the followings..







2 MARKS EACH
{2016,2017}

trade policy and regulation
trade development
trade-related infrastructure
building productive capacity
trade-related adjustment, and
other trade-related needs.

Q2. Joint stock company :A joint-stock company is a business entity where different stocks can be
bought and owned by shareholders. Each shareholder owns company stock in proportion, evidenced by
his or her shares (certificates of ownership).
Q3. Business :We can define the term 'business' as -Lawful commercial activities to earn
profit. A business, also known as an enterprise, agencyor a firm, is an entity involved in the provision
of goods and/or services to consumers. Businesses are prevalent in capitalisteconomies, where most of
them are privately owned and provide goods and services to customers in exchange for other goods,
services, or money.
Q4. Management :Management in businesses and organizations is the function that coordinates the
efforts of people to accomplish goals and objectives by using available resources efficiently and
effectively.
Q5. Motivation :Motivation can also be defined as one's direction to behavior, or what causes a person
to want to repeat a behavior and vice versa. A motive is what prompts the person to act in a certain
way, or at least develop an inclination for specific behavior.

CHAPTER-II

2 MARKS EACH

{2015,2016,2018}

Q1. Define Entrepreneur.(2018,2019)
An entrepreneur is an individual who creates a new business, bearing most of the risks and
enjoying most of the rewards. The entrepreneur is commonly seen as an innovator, a source of new
ideas, goods, services, and business/or procedures.
Q2. Preliminary Project Report (PPR) :Project Preliminary Report is a formal document that describes
specific activities, events, occurrences, or subjects of a project to explain progress of the project up to a
certain point in time (but not later than completion time). This document is presented and
communicated at project status meetings to explain what goals, deliverables and results are produced
and what activities are still in progress. The document serves as the basis for developing the final project
report.
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Q3.Define Partnership.(2017,2019)
A partnership is an arrangement where parties, known as business partners, agree to cooperate to
advance their mutual interests. The partners in a partnership may be individuals, businesses, interestbased organizations, schools, governments or combinations. Organizations may partner to increase the
likelihood of each achieving their mission and to amplify their reach. A partnership may result in issuing and
holding equity or may be only governed by a contract.

Q4. Detailed Project Report (DPR) :Detailed Project Report (DPR) is a part of the total business plan
submitted to venture capitalists or financial institutions. It is the culmination of all analyses related to
the project. The analyses- market and demand as well as technical and financial are presented in a
systematic format, in the DPR.
Q4.MSME :Ministryof Micro, Small & Medium Enterprises (M/o MSME) envisions vibrant MSMEs. We
promote growth and development of the MSME Sector, including Khadi, Village and Coir Industries. This
is done in cooperation with concerned Ministries/Departments, State Governments and other
Stakeholders.
CHAPTER-III

2 MARKS EACH {2016,2017,2019}

Q1.Dividend :a sum of money paid regularly (typically annually) by a company to its shareholders out of
its profits (or reserves).
Q2.Goodwill :the established reputation of a business regarded as a quantifiable asset and calculated as
part of its value when it is sold.
Q3.Accounting : The systematic and comprehensive recording of financial transactions pertaining to a
business. Accounting also refers to the process of summarizing, analyzing and reporting these
transactions.
Q4.Prime cost :the direct cost of a commodity in terms of the materials and labour involved in its
production, excluding fixed costs.
Q5.Unlimited Liability :Unlimited liability refers to the legal obligations general partners and sole
proprietors because they are liable for all business debts if the business can't pay its liabilities.
Q6.Trial Balance (2019)
A trial balance is a list of all the general ledger accounts (both revenue and capital) contained in the
ledger of a business. This list will contain the name of each nominal ledger account and the value of that
nominal ledger balance. Each nominal ledger account will hold either a debit balance or a
credit balance.
CHAPTER-IV

2 MARKS EACH {2015}

Q1. Financial Management :Financial management refers to the efficient and effectivemanagement of
money (funds) in such a manner as to accomplish the objectives of the organization. It is the specialized
function directly associated with the top management.
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Q2. Fixed Capital (2016,2019) :
Fixed capital is capital or money that we invest in fixed assets. In other words, money that we invest
in assets of a durable nature. These are assets that we repeatedly use over a long period. We can also
use the term ‘fixed investment‘ with the same meaning.

CHAPTER-V

2 MARKS EACH {2016}

Q1. Bin card (2019) : A document that records the status of a good held in a stock room. A typical
retailing business with a large stock room will use a bin card to record a running balance of stock on
hand, in addition to information about stock received and notes about problems associated with that
stock item.
Q2. Stores ledger :A stores ledger is a manual or computer record of the raw materials and production
supplies stored in a production facility. It is maintained by the person responsible for these assets, such
as the warehouse manager.
CHAPTER-VI
2 MARKS EACH {2015,2019}
Q1. Productivity :the effectiveness of productive effort, especially in industry, as measured in terms of
the rate of output per unit of input.
CHAPTER-VII

2 MARKS EACH {2016,2017,2019}

Q1. Branding :The process involved in creating a unique name and image for a product in the
consumers' mind, mainly through advertising campaigns with a consistent theme. Branding aims to
establish a significant and differentiated presence in the market that attracts and retains loyal
customers.
Q2. Marketing :Marketing is a form of communication between you and your customers with the goal
of selling your product or service to them. Communicating the value of your product or service is a key
aspect ofmarketing.
Q3. Productivity (2019) : Productivity describes various measures of the efficiency of production. Often, a
productivity measure is expressed as the ratio of an aggregate output to a single input or an aggregate input
used in a production process, i.e. output per unit of input, typically over a specific period of time.

Q4. Skimming pricing :Price skimming is a pricing strategy in which a marketer sets a relatively
high pricefor a product or service at first, then lowers the price over time. It is a temporal version
of price discrimination/yield management.
CHAPTER-VIII

2 MARKS EACH [2015,2017}

Q1. Recruitment :Recruitment refers to the overall process of attracting, selecting and appointing
suitable candidates for jobs (either permanent or temporary) within an organization.
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Q2. Selection :Selection is the process of selecting a qualified person who can successfully do a job and
deliver valuable contributions to the organization. A selection system should depend on job analysis.
This ensures that the selection criteria are job related and will provide meaningful organizational value.
Q3.Performance appraisal (2018,2019) : performance appraisal (PA), also referred to as a
performance review, performance evaluation,
(career)
development
discussion,
or
employee appraisal is a method by which the job performance of an employee is documented and
evaluated.

CHAPTER-IX

2 MARKS EACH {2015,2017}

Q1. Industrial Sickness :Industrial sickness is defined in India as "an industrial company (being a
company registered for not less than five years) which has, at the end of any financial year, accumulated
losses equal to, or exceeding, its entire net worth and has also suffered cash losses in such financial year
and the financial year.
CHAPTER-IX

2 MARKS EACH[2017}

Q1. Wages:A wage is monetary compensation (or remuneration, personnel expenses, labor) paid by an
employer to an employee in exchange for work done. Payment may be calculated as a fixed amount for
each task completed (a task wage or piece rate), or at an hourly or daily rate, or based on an easily
measured quantity of work done.
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CHAPTER-I

5 MARKS EACH

Q1. Management vs administration : {2016,2017}
BASIS
FOR
COMPARISON

MANAGEMENT

ADMINISTRATION

Meaning

An organized way of managing
people and things of a business
organization
is
called
the
Management.

The process of administering an
organization by a group of people is
known as the Administration.

Authority

Middle and Lower Level

Top level

Role

Executive

Decisive

It has full control over the activities
of the organization.

It works under administration.

Profit making organizations, i.e.
business organizations.

Government offices, military, clubs,
business
enterprises,
hospitals,
religious
and
educational
organizations.

Area
operation
Applicable to

of

Q.2-Features of Business.(2019)
1. Importance of management : {2015}
a) Reduces Costs - It gets maximum results through minimum input by proper planning and by
using minimum input & getting maximum output. Management uses physical, human and
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financial resources in such a manner which results in best combination. This helps in cost
reduction.
b) Establishes Sound Organization - No overlapping of efforts (smooth and coordinated functions).
To establish sound organizational structure is one of the objective of management which is in
tune with objective of organization and for fulfillment of this, it establishes effective authority &
responsibility.
c) Establishes Equilibrium - It enables the organization to survive in changing environment. It keeps
in touch with the changing environment. With the change is external environment, the initial coordination of organization must be changed. So it adapts organization to changing demand of
market / changing needs of societies. It is responsible for growth and survival of organization.
d) Essentials for Prosperity of Society - Efficient management leads to better economical
production which helps in turn to increase the welfare of people. Good management makes a
difficult task easier by avoiding wastage of scarce resource. It improves standard of living. It
increases the profit which is beneficial to business and society will get maximum output at
minimum cost by creating employment opportunities which generate income in hands.
Organization comes with new products and researches beneficial for society.
Q3. Principles of scientific management : {2016,2017}
a. Scientific
management,
also
called Taylorism is
a
theory
of management that analyzes and synthesizes workflows.
Its
main
objective
is
improving economic efficiency, especially labor productivity. It was one of the earliest
attempts to apply science to theengineering of processes and to management.
b. Its development began in the United States with Frederick Winslow Taylor in the 1880s and '90s
within the manufacturing industries. Its peak of influence came in the 1910s by the 1920s, it was
still influential but had entered into competition and syncretism with opposing or
complementary ideas.
c. Although scientific management as a distinct theory or school of thought was obsolete by the
1930s, most of its themes are still important parts of industrial engineering and management
today. These include analysis; synthesis; logic; rationality; empiricism; work ethic; efficiency
and elimination of waste; standardization of best practices; disdain for tradition preserved
merely for its own sake or to protect the social status of particular workers with particular skill
sets; the transformation of craft production into mass production; and knowledge
transfer between workers and from workers into tools, processes, and documentation.
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CHAPTER-II

5 MARKS EACH {2015,2016,2018}

Q1. Qualities of an entrepreneur :
1. Disciplined
These individuals are focused on making their businesses work, and eliminate any hindrances or
distractions to their goals. Successful entrepreneurs are disciplined enough to take steps every day
toward the achievement of their objectives.
2. Confident
They are confident with the knowledge that they will make their businesses succeed. They exude that
confidence in everything they do.
3. Open Minded
Entrepreneurs realize that every event and situation is a business opportunity. Ideas are constantly
being generated about workflows and efficiency, people skills and potential new businesses.
4. Self Starter
Entrepreneurs know that if something needs to be done, they should start it themselves. They set the
parameters and make sure that projects follow that path. They are proactive, not waiting for someone
to give them permission.
5. Competitive
Many companies are formed because an entrepreneur knows that they can do a job better than
another. They need to win at the sports they play and need to win at the businesses that they create. An
entrepreneur will highlight their own company’s track record of success.
CHAPTER-III

5 MARKS EACH {2015,2016,2017)

Q1. Elements of cost :
There are three elements of cost:
- Material Cost: This is the cost of material or the commodity used by the organisation for its production
purpose. Material is the substance, from which a product is made. Thus, it may be in a raw or a
manufactured state. It can be direct or indirect.
- Direct Material Cost forms an integral part of the finished product and is identified with the individual
cost centre. It is also described as process material, stores material, production material, etc. Example:
Raw materials purchased or purchased primary packing material, etc.
- Indirect Material Cost is used for ancillary purposes of the business and cannot be conveniently
identified with the individual cost centre. Example: Consumable stores, oil and waste, printing and
stationery material etc.
- Labour Cost: This is the cost, incurred in the form of remuneration paid to the employees or labours of
the organisation. The workforce required to convert material into finished product is called labour. It
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can be direct or indirect.
- Direct Labour Cost is the cost incurred on those employees who directly take part in the manufacturing
process and easily identified with the individual cost centre.
- Indirect Labour Cost is the cost incurred on those employees who do not directly take part in the
manufacturing process and cannot identified with the individual cost centre. Example: salary of
foreman, salesmen, director’s salary, etc.
- Expenses: are the costs of services provided to the organisation. It can be direct or indirect.
- Direct Expenses are the expenses which can be directly identified with the individual cost centres.
Example: hire charges of machinery, cost of defective work for a particular job or contract etc.
- Indirect Expenses are the expenses which cannot be directly identified with the individual cost centres.
Example: rent, lighting, telephone expenses, etc.
Q2. Difference between TRIALBALANCE & BALANCESHEET (2017)
A trial balance is an internal report that will remain in the accounting department. It is a listing of all of
the accounts in the general ledger and their balances. However, the debit balances are entered in one
column and the credit balances are entered in another column. Each column is then summed to prove
that the total of the debit balances is equal to the total of the credit balances.
A balance sheet is one of the financial statements that will be distributed outside of the accounting
department and is often distributed outside of the company. The balance sheet is organized into
sections or classifications such as current assets, long-term investments, property, plant and equipment,
other assets, current liabilities, long-term liabilities, and stockholders' equity. Only the asset, liability,
and stockholders' equity account balances from the general ledger or from the trial balance are then
presented in the appropriate section of the balance sheet. Totals are also provided for each section to
assist the reader of the balance sheet. The balance sheet is also referred to as the statement of financial
position or the statement of financial condition.
Q3. Components of balance sheet :
If applicable to the business, summary values for the following items should be included in the balance
sheet: Assets are all the things the business owns. This will include property, tools, vehicles, furniture,
machinery, and so on.
Assets
Non-current assets (Fixed assets)

9

1.
2.
3.
4.

Property, plant and equipment
Investment property, such as real estate held for investment purposes
Intangible assets
Financial assets (excluding investments accounted for using the equity method, accounts
receivables, and cash and cash equivalents), such as notes receivables
5. Investments accounted for using the equity method
6. Biological assets, which are living plants or animals. Bearer biological assets are plants or animals
which bear agricultural produce for harvest, such as apple trees grown to produce apples and
sheep raised to produce wool.[16]
Current assets
1. Prepaid expenses for future services that will be used within a year
2. Accounts receivable
3. Cash and cash equivalents

Liabilities
1. Accounts payable
2. Provisions for warranties or court decisions (contingent liabilities that are both probable and
measurable)
3. Financial liabilities (excluding provisions and accounts payables), such as promissory
notes and corporate bonds
4. Liabilities and assets for current tax
5. Deferred tax liabilities and deferred tax assets
6. Unearned revenue for services paid for by customers but not yet provided
Q4. Break even analysis (2017)
The break-even point (BEP) or break-even level represents the sales amount—in either unit (quantity) or
revenue (sales) terms—that is required to cover total costs, consisting of both fixed and variable costs to
the company. Total profit at the break-even point is zero. It is only possible for a firm to Break-even, if
the dollar value of sales is higher than the variable cost per unit.
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The main purpose of break-even analysis is to determine the minimum output that must be exceeded in
order for a business to make profit. The break-even point is one of the simplest, yet least utilized
analytical tools by a business’s management team. Identifying a breakeven point helps to provide a
dynamic view of the relationships between sales, costs, and profits made. For example, expressing
break-even sales as a percentage of actual sales can give managers a chance to understand when to
expect to break even (by linking the percent to when in the week/month this percent of sales might
occur).

Q5.A Speciman format of a balance sheet : (2017,2018)
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Q6.Find out Break Even Point. (2018)

Q.6 Discuss the finance functions. (2019)
Financial Decision
Financial decision is yet another important function which a financial manger must perform. It is
important to make wise decisions about when, where and how should a business acquire funds. Funds
can be acquired through many ways and channels. Broadly speaking a correct ratio of an equity and
debt has to be maintained. This mix of equity capital and debt is known as a firm’s capital structure.
Dividend Decision
Earning profit or a positive return is a common aim of all the businesses. But the key function a financial
manger performs in case of profitability is to decide whether to distribute all the profits to the
shareholder or retain all the profits or distribute part of the profits to the shareholder and retain the
other half in the business.
Liquidity Decision
It is very important to maintain a liquidity position of a firm to avoid insolvency. Firm’s profitability,
liquidity and risk all are associated with the investment in current assets. In order to maintain a tradeoff
between profitability and liquidity it is important to invest sufficient funds in current assets. But since
current assets do not earn anything for business therefore a proper calculation must be done before
investing in current assets.

CHAPTER-IV

12

5 MARKS EACH{2015,2017,2019)

Q1.Components of Working capital cycle : (2017,2019)
The working capital cycle (WCC) is the amount of time it takes to turn the net current assets and current
liabilities into cash. The longer the cycle is, the longer a business is tying up capital in its working capital
without earning a return on it. Therefore, companies strive to reduce their working capital cycle by
collecting receivables quicker or sometimes stretching accounts payable.

A positive working capital cycle balances incoming and outgoing payments to minimize net working
capital and maximize free cash flow. For example, a company that pays its suppliers in 30 days but takes
60 days to collect its receivables has a working capital cycle of 30 days. This 30 day cycle usually needs to
be funded through a bank operating line, and the interest on this financing is a carrying cost that
reduces the company's profitability. Growing businesses require cash, and being able to free up cash by
shortening the working capital cycle is the most inexpensive way to grow. Sophisticated buyers review
closely a target's working capital cycle because it provides them with an idea of the management's
effectiveness at managing their balance sheet and generating free cash flows.
As an absolute rule of funders, each of them wants to see a positive working capital. Such situation gives
them the possibility to think that your company has more than enough current assets to cover financial
obligations. Though, the same can’t be said about the negative working capital. [2] A large number of
funders believe that businesses can’t be sustainable with a negative working capital, which is a wrong
way of thinking. In order to run a sustainable business with a negative working capital it’s essential to
understand some key components.
Q2. Finance Function :
Finance is a field that deals with the study of investments. It includes the dynamics
of assets and liabilities over time under conditions of different degrees of uncertainty and risk. Finance
can also be defined as the science of money management. A key point in finance is the time value of
money, which states that purchasing power of one unit of currency can vary over time. Finance aims to
price assets based on their risk level and their expected rate of return. Finance can be broken into three
different sub-categories: public finance, corporate finance and personal finance.
CHAPTER-V
Q1. Purchase management :
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5 MARKS EACH (2016,2017,2018)



Purchasing is the function of buying Goods & Services from External Source to an Organisation.



Purchase department buys Raw Materials, Spare parts, services etc. as Required by the company
or Organisation.



Purchase management is One of the most Crucial Area of the Entire Organisation. Thus, Needs
Intensive management.
Principles :



Buying Material at Right QUALITY.



In the Right QUANTITY.



From the Right SOURCE.



At the Right PRICE.



Right service ...



Delivered at the Right PLACE in.



At the Right TIME.



With Right mode of TRANSPORT.



With Right CONTRACT.

Q2. Inventory control :
1. Protects from fluctuations in demand
Many a times, the demand forecast of a product is not accurate. There is always a small difference
between the demand forecast and actual demand. However, sometimes, there is a big difference
between the demand forecast and actual-demand. So, there are always chances of fluctuations in the
demand of a material. These fluctuations can be adjusted if there are sufficient items in the stock of
inventory. Therefore, proper inventory control protects the company from fluctuations in demand.
2. Better services to customers
If the company maintains a proper inventory of raw-materials, then it can complete its production in
time. So, it can deliver the finished goods to the customers in time. Similarly, if the company has a
proper inventory of finished goods, then it can satisfy the additional demand of the customers. So,
inventory control helps the company to deliver goods at the right time as demanded by the customers.
After making timely delivery, the company can concentrate on giving other services to the customers.
3. Continuity of production operations
Proper inventory control helps to maintain continuity of production operations. This is because it
maintains a smooth flow of raw materials. So, there are no shortages of raw-materials required for
production process.
4. Reduces the risk of loss
Proper inventory control helps to reduce the risk of loss due to obsolescence (out-dated) or
deterioration of items. This is because it checks all the items regularly. Furthermore, it sells all the slow-

14

moving items, in time, at the market prices. It only maintains the right stock at all times. So, the chance
of any item getting out dated is reduced.
5. Minimizes the administrative workload
Proper inventory control helps to minimize the administrative work load of purchasing, inspection,
warehousing, etc. This will reduce the manpower requirement and will minimize the labour cost too.

CHAPTER-VII

5 MARKS EACH {2015,2017}

Q1. Pricing Methods :
Line pricing
Line pricing is the use of a limited number of prices for all product offered by a business. This is a
tradition started in the old five and dime stores in which everything cost either 5 or 10 cents. Its
underlying rationale is that these amounts are seen as suitable price points for a whole range of
products by prospective customers. It has the advantage of ease of administering, but the disadvantage
of inflexibility, particularly in times of inflation or unstable prices.
Loss leader
A loss leader is a product that has a price set below the operating margin. This results in a loss to the
business on that particular item in the hope that it will draw customers into the store and that some of
those customers will buy other, higher margin items.
Price/quality relationship
The price/quality relationship refers to the perception by most consumers that a relatively high price is a
sign of good quality. The belief in this relationship is most important with complex products that are
hard to test, and experiential products that cannot be tested until used (such as most services). The
greater the uncertainty surrounding a product, the more consumers depend on the price/quality signal
and the greater premium they may be prepared to pay. The classic example is the pricing of Twinkies, a
snack cake which was viewed as low quality after the price was lowered. Excessive reliance on the
price/quality relationship by consumers may lead to an increase in prices on all products and services,
even those of low quality, which causes the price/quality relationship to no longer apply.
Premium pricing
Premium pricing (also called prestige pricing[1]) is the strategy of consistently pricing at, or near, the high
end of the possible price range to help attract status-conscious consumers. The high pricing of a
premium product is used to enhance and reinforce a product's luxury image. Examples of companies
which partake in premium pricing in the marketplace include Rolex and Bentley. As well as brand,
product attributes such as eco-labelling and provenance (e.g. 'certified organic' and 'product of
Australia') may add value for consumers and attract premium pricing. A component of such premiums
may reflect the increased cost of production.
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Q2. Sales promotion techniques :






Sales promotion is one of the five aspects of the promotional mix. (The other 4 parts of the
promotional mix are advertising,personal selling, direct marketing and publicity/public relations.)
Media and non-media marketing communication are employed for a pre-determined, limited
time to increase consumer demand, stimulate market demand or improve product availability.
Examples
include contests, coupons, freebies, loss
leaders, point
of
purchase displays, premiums, prizes, product samples, and rebates.
Sales promotions can be directed at either the customer, sales staff, or distribution channel
members (such as retailers). Sales promotions targeted at the consumer are called consumer
sales promotions. Sales promotions targeted at retailers andwholesale are called trade sales
promotions. Some sale promotions, particularly ones with unusual methods, are
consideredgimmicks by many.
Sales promotion includes several communications activities that attempt to provide added value
or incentives to consumers, wholesalers, retailers, or other organizational customers to stimulate
immediate sales. These efforts can attempt to stimulate product interest, trial, or purchase.
Examples of devices used in sales promotion include coupons, samples, premiums, point-ofpurchase (POP) displays, contests, rebates, and sweepstakes.

Q3. Diff between SELLING & MARKETING :
SELLING
1 Emphasis is on the product
2 Company Manufactures the product first
3 Management is sales volume oriented
4 Planning is short-run-oriented in terms of today’s products and markets
5 Stresses needs of seller
6 Views business as a good producing process
7 Emphasis on staying with existing technology and reducing costs
8 Different departments work as in a highly separate water tight compartments
9 Cost determines Price
10 Selling views customer as a last link in business
MARKETING
1 Emphasis on consumer needs wants
2 Company first determines customers needs and wants and then decides out how to deliver a product
to satisfy these wants
3 Management is profit oriented
4 Planning is long-run-oriented in today’s products and terms of new products, tomorrow’s markets
and future growth
5 Stresses needs and wants of buyers
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6 Views business as consumer producing process satisfying process
7 Emphasis on innovation on every existing technology and reducing every sphere, on providing
better costs value to the customer by adopting a superior technology
8 All departments of the business integrated manner, the sole purpose being generation of
consumer satisfaction
9. Consumer determine price, price determines cost
10. Marketing views the customer last link in business as the very purpose of the business
Q4. Product mix :
Product mix, also known as product assortment, refers to the total number of product lines that a
company offers to its customers.
Width
The width of a company's product mix pertains to the number of product lines that a company sells. For
example, if a company has two product lines, its product mix width is two. Small and upstart businesses
will usually not have a wide product mix. It is more practical to start with some basic products and build
market share. Later on, a company's technology may allow the company to diversify into other
industries and build the width of the product mix.
Length
Product mix length pertains to the number of total products or items in a company's product mix,
according to Philip Kotler's textbook "Marketing Management: Analysis, Planning, Implementation and
Control." For example, ABC company may have two product lines, and five brands within each product
line. Thus, ABC's product mix length would be 10. Companies that have multiple product lines will
sometimes keep track of their average length per product line. In the above case, the average length of
an ABC Company's product line is five.
Depth
Depth of a product mix pertains to the total number of variations for each product. Variations can
include size, flavor and any other distinguishing characteristic. For example, if a company sells three
sizes and two flavors of toothpaste, that particular brand of toothpaste has a depth of six. Just like
length, companies sometimes report the average depth of their product lines; or the depth of a specific
product line.
Consistency
Product mix consistency pertains to how closely related product lines are to one another--in terms of
use, production and distribution. A company's product mix may be consistent in distribution but vastly
different in use. For example, a small company may sell its health bars and health magazine in retail
stores. However, one product is edible and the other is not. The production consistency of these
products would vary as well.
Q5.Discuss the principle of purchasing.(2019)
Right quality: The materials are the basic input and the quality of the output. It should be noted that
best quality is not always the right quality. The right quality is determined by the cost of the material
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and the technical characteristics as suited to the specific requirements. The right quality should be
defined clearly and should be described in terms of specifications.
Right quantity: The right quantity of the materials is determined on the basis of economic ordering
quantity (E.O.Q). It is advantageous to purchase the materials on the basis of EOQ lots. The EOQ is
calculated on the basis of the following formula:
EOQ = √2RD /CS
Where R = annual requirements of the materials in units
D = Ordering cost per order
C = Cost per unit
S = Storing cost as the value of materials stored.
Right time: The materials should be purchased at right time so that it may not result in either excess
investment in the stocks or may result into stock outs. Efforts must be made to replenish the materials
at a point where they are reaching at the reordering level. The purchase action is initiated at a tome
when the material reaches to its pre-decided reordering level.
Right price: The investments in inventories are determined by the prices charged for them. All attempts
should be made to procure the materials at right price because a slightest reduction in the price results
in substantial absolute monetary gain. It should be noted that the low bidder is not always the best
bidder. The right price can be availed through searching for the proper sources of supply and comparing
all such sources on some scientific basis.
Right source: The right source is a key consideration in purchasing as all other ‘R’s. The suppliers are not
only supplying the required materials but they also supply the information such as probable market
conditions and the resultant price trends, general industrial climate and the business environment.
CHAPTER-VIII

5 MARKS EACH {2016,2017}

Q1. Need & importance of HRM :
 An organisation cannot build a good team of working professionals without good Human
Resources. The key functions of the Human Resources Management (HRM) team include
recruiting people, training them, performance appraisals, motivating employees as well as
workplace communication, workplace safety, and much more. The beneficial effects of these
functions are discussed here:
 Recruitment and Training
This is one of the major responsibilities of the human resource team. The HR managers come up
with plans and strategies for hiring the right kind of people. They design the criteria which is best
suited for a specific job description. Their other tasks related to recruitment include formulating
the obligations of an employee and the scope of tasks assigned to him or her.
 Performance Appraisals
HRM encourages the people working in an organisation, to work according to their potential and
gives them suggestions that can help them to bring about improvement in it. The team
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communicates with the staff individually from time to time and provides all the necessary
information regarding their performances and also defines their respective roles.
Maintaining Work Atmosphere
This is a vital aspect of HRM because the performance of an individual in an organisation is
largely driven by the work atmosphere or work culture that prevails at the workplace. A good
working condition is one of the benefits that the employees can expect from an efficient human
resource team
Managing Disputes
In an organisation, there are several issues on which disputes may arise between the employees
and the employers. You can say conflicts are almost inevitable. In such a scenario, it is the human
resource department which acts as a consultant and mediator to sort out those issues in an
effective manner.
Developing Public Relations
The responsibility of establishing good public relations lies with the HRM to a great extent. They
organise business meetings, seminars and various official gatherings on behalf of the company in
order to build up relationships with other business sectors.
Any organisation, without a proper setup for HRM is bound to suffer from serious problems
while managing its regular activities. For this reason, today, companies must put a lot of effort
and energy into setting up a strong and effective HRM.
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Q2.Need for training. (2019)
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CHAPTER-I

7 MARKS EACH (2015,2017,2019)

Q1. Define management. Describe the functions of management.
Ans : MANAGEMENT means getting things done through others. Management is required in each &
every organisation for the smooth running of the organisation.

Functions of Management

1. Planning
According to KOONTZ, “Planning is deciding in advance - what to do, when to do & how to do. It
bridges the gap from where we are & where we want to be”. Planning is a systematic thinking about
ways & means for accomplishment of pre-determined goals. It is all pervasive, it is an intellectual
activity and it also helps in avoiding confusion, uncertainties, risks, wastages etc.
2. Organizing
It is the process of bringing together physical, financial and human resources and developing
productive relationship amongst them for achievement of organizational goals. According to Henry
Fayol, “To organize a business is to provide it with everything useful or its functioning i.e. raw
material, tools, capital and personneletc.
 Identification of activities
 Classification of grouping of activities
 Assignment of duties
 Delegation of authority and creation of responsibility
 Coordinating authority and responsibility relationships

3. Staffing
It is the function of manning the organization structure and keeping it manned. Staffing has assumed
greater importance in the recent years due to advancement of technology, increase in size of
business, complexity of human behavior etc. The main purpose of staffing is to put right man on
right job i.e. square pegs in square holes and round pegs in round holes. Staffing involves:


Manpower Planning (estimating man power in terms of searching, choose the person and giving the
right place).
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Recruitment, selection & placement.
 Training & development.
 Remuneration.
 Performance appraisal.
 Promotions & transfer.
4. Directing
It is that part of managerial function which actuates the organizational methods to work efficiently
for achievement of organizational purposes. Direction is that inert-personnel aspect of management
which deals directly with influencing, guiding, supervising, motivating sub-ordinate for the
achievement of organizational goals. Direction has following elements:
 Supervision
 Motivation
 Leadership
 Communication
5. Controlling
It implies measurement of accomplishment against the standards and correction of deviation if any
to ensure achievement of organizational goals. The purpose of controlling is to ensure that
everything occurs in conformities with the standards. An efficient system of control helps to predict
deviations before they actually occur. Therefore controlling has following steps:
a.
b.
c.
d.

Establishment of standard performance.
Measurement of actual performance.
Comparison of actual performance with the standards and finding out deviation if any.
Corrective action.

CHAPTER-II

7 MARKS EACH {2016,2017}

Q1. Contents of a project report (2019)
Project Preliminary Report is a formal document that describes specific activities, events, occurrences,
or subjects of a project to explain progress of the project up to a certain point in time (but not later than
completion time). This document is presented and communicated at project status meetings to explain
what goals, deliverables and results are produced and what activities are still in progress. The document
serves as the basis for developing the final project report.
A project report should be written before the work and it should capture, in very broad terms, the
product of the project, for example, "developing a software based system to capture and track orders
for software." A scope statement should also include the list of users using the product, as well as the
features in the resulting product.
As a baseline scope statements should contain:
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The project charter
 The project owner, sponsors, and stakeholders
 The problem statement
 The project goals and objectives
 The project requirements
 The project deliverables
 The project non-goals (what is out of scope)
 Milestones
 Cost estimates
In more project oriented organizations the scope statement may also contain these and other sections:
 Project scope management plan
 Approved change requests
 Project assumptions and risks
 Project acceptance criteria
Q2. What are SOLE-PROPRIETORSHIP/PARTNERSHIP business ? Explain it’s merits & demerits.(2016)
Ans :SOLE PROPRIETORSHIP: A sole proprietorship is a business owned by one person for-profit. The
owner may operate the business alone or may employ others. The owner of the business has unlimited
liability for the debts incurred by the business. Glos and Baker write that "A sole proprietorship is a
business owned by one person who is entitled to all of its profits," Reed and Conover say "The single or
the sole proprietorship is a business owned and controlled by one man even though he may have many
other persons working for him.
Advantages
 Easy to form& easy to divest
 Least government rules and regulations affecting it
 No profit sharing with others
 Owners have complete control over all the aspects of his or her business and can take any
managerial decisions that he/ she wants to take
 Privacy of the business is maintained
Disadvantages
 Raising capital for a proprietorship is more difficult
 Lesser documentation
 Unlimited liability
 The enterprise may be crippled or terminated if the owner becomes ill
PARTNERSHIP:A partnership is a business owned by two or more people. In most forms of partnerships,
each partner has unlimited liability for the debts incurred by the business. The three typical
classifications of for-profit partnerships are general partnerships, limited partnerships, and limited
liability partnerships.
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Advantages







Capital – Due to the nature of the business, the partners will fund the business with start-up capital.
This means that the more partners there are, the more money they can put into the business,
which will allow better flexibility and more potential for growth.
Flexibility – A partnership is generally easier to form, manage and run.
Shared Responsibility – Partners can share the responsibility of the running of the business. This
will allow them to make the most of their abilities. Rather than splitting the management and
taking an equal share of each business task, they might well split the work according to their skills.
So if one partner is good with figures.
Decision Making – Partners share the decision making and can help each other out when they need
to. More partners mean more brains that can be picked for business ideas and for the solving of
problems that the business encounters.

Disadvantages







Disagreements – One of the most obvious disadvantages of partnership is the danger of
disagreements between the partners. Obviously people are likely to have different ideas on how
the business should be run, who should be doing what and what the best interests of the business
are. This can lead to disagreements and disputes.
Agreement – Because the partnership is jointly run, it is necessary that all the partners agree with
things that are being done. This means that in some circumstances there are less freedoms with
regards to the management of the business.
Liability – Ordinary Partnerships are subject to unlimited liability, which means that each of the
partners shares the liability and financial risks of the business.
Profit Sharing – Partners share the profits equally. This can lead to inconsistency where one or
more partners aren’t putting a fair share of effort into the running or management of the business,
but still reaping the rewards.

Q3. What is Small Scale Industries ? Describe it’s types with example/ features.
(2017)
Ans :A small scale industry (SSI) is an industrial undertaking in which the
investment in fixed assets in plant & machinery, whether held on
ownership term or on lease or hire purchase, does not exceed
Rs. 1Crore. However, this investment limit is varied by the Government
Small Scale Industry
from time to time. Entrepreneurs in small scale sector are normally not
required to obtaina license either from the Central Government or the
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State Government for setting up units in any part of the country. Registration of a small scale unit is also
not compulsory. But, its registration with the State Directorate or Commissioner of Industries or DIC's
makes the unit eligible for availing different types of Government assistance like financial assistance
from the Department of Industries, medium and long term loans from State Financial Corporations and
other commercial banks, machinery on hire-purchase basis from the National Small Industries
Corporation, etc.
Ancillary :Ancillary industries are those which manufacture parts and components, sub-assemblies, and
tooling for supply against known or anticipated demand of one or more large units
manufacturing/assembling complete product and which is not a subsidiary to or controlled by any large
unit in regard to the negotiation of contracts for supply of its goods to any large unit.
Eg- Companies like GE (ancillary) produce engines for the aircraft industry.
Cottage Industries :A cottage industry is a system of production
which takes place in private homes rather than in a factory, with the tools
and other means of production individually owned. Often products produced
by a cottage industry are hand-made and/or unique in some distinctive way.
Cottage industry products are often identified with an area or even with
Cottage Industry
a specific family.
FEATURES OF SMALL SCALE INDUSTRIES
Following are the characteristics of some industries which identify them as small-scale industries:
1. Labour intensive:
Small-scale industries are fairly labour-intensive. They provide an economic solution by creating
employment opportunities in urban and rural areas at a relatively low cost of capital investment.
2. Flexibility:
Small-scale industries are flexible in their operation. They adapt quickly to various factors that play a
large part in daily management. Their flexibility makes them best suited to constantly changing
environment.
3. One-man show:
A small-scale unit is generally a one-man show. It is mostly set up by individuals. Even some small units
are run by partnership firm or company, the activities are mainly carried out by one of the partners or
directors. Therefore,' they provide an outlet for expression of the entrepreneurial spirit. As they are
their own boss, the decision making process is fast and at times more innovative.
4. Localised operation:
Small-scale industries generally restrict their operation to local areas in order to meet the local and
regional demands of the people. They cannot enlarge their business activities due to limited resources.
5. Educational level:
The educational level of the employees of small industries is normally low or moderate. Hardly there is
any need of specialised knowledge and skill to operate and manage the SSI.
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6. Profit motive:
The owners of small industries are too much profit conscious. They always try to keep high margins in
their pricing. This is one of the reason for which the unit may lead to closure.
Q4. What is the role of an entrepreneur in development of INDIA ? (2017)
Ans :Entrepreneurs who are business leaders look for ideas and puts them into effect in nurturing
economic growth and development. They play the most important role in the economic growth and
development of Indian economy. An entrepreneur plays a pivotal role not only in the development of
industrial sector of a country but also in the development of farm and service sector. The major roles
played by an entrepreneur in the economic development of an economy are as follows.
1. Promotes Capital Formation
Entrepreneurs promote capital formationby mobilizing the idle savings of our citizens. They employ
resources for setting up their enterprises. Such types of entrepreneurial activities lead to value addition
and creation of wealth, which is very essential for the industrial and economic development of India.
2. Employment Generation
Entrepreneurs provide instant large-scale employment to the unemployed which is an unending
problem of India. Small entrepreneurs provide self-employment to artisans, technically qualified persons
and professionals.
3. Balanced Regional Development
Entrepreneurs promote development of industries. They help to remove regional disparities by
industrializing rural and backward areas. The growth of industries and business in these areas lead to a
large number of public benefits like road transport, health, education, entertainment, etc.
4. Reduces Concentration of Economic Power
Industrial development normally leads to concentration of economic power in the hands of a few
individuals which results in the growth of monopolies. Entrepreneurs contribute towards the
development of society by reducing concentration of income and wealth.
5. Wealth Creation and Distribution
It stimulates impartial redistribution of wealth and income in the interest of the country to more people
and geographic areas, thus giving benefit to larger sections of the society.
6. Increasing GDP and Per Capita Income
Entrepreneurs are always looking out for opportunities. They encourage effective resource mobilisation
of capital and skill, bring in new products and services and develops markets for growth of the economy.
In this way, they help increasing gross national product as well as per capita income of the people in our
nation.
7. Improvement in the Standard of Living
Entrepreneurs adopt latest innovations in the production of wide variety of goods and services in large
scale that too at a lower cost. This enables the people to avail better quality goods at lower prices which
results in the improvement of their standard of living.
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8. Facilitates Overall Development
Entrepreneurs act as catalytic agent for change which results in chain reaction. Once an enterprise is
established, the process of industrialisation is set in motion. This unit will generate demand for various
types of units required by it and there will be so many other units which require the output of this unit.
This leads to overall development of an area due to increase in demand and setting up of more and
more units.
Q5. Role of IDCO in industrial development : (2019)
The Aims & Objective of Odisha Industrial Infrastucture Development Corporation,Odisha is to promote
for establishment of Micro, Small & Medium Industries, Handicraft Industries, Cottage & Village
Industries and Coir Industries in the District of Cuttack. The promotional activities are inclusive of
assisting the industrial entrepreneurs and artisans of Cottage & Handicraft Industries Sector of the
District for obtaining finance from different financial institutions, providing Marketing Assistance &
Entrepreneurship Development Training in all of the above sectors, recommendation for raw materials
and IDCO Land & Shed, facilitating benefits under different Industrial Policy Resolutions (IPRs) from time
to time, Organization of artisans co-operatives for development of Cottage & Handicraft Enterprises,
implementation of different Government Sponsored Schemes.
2. Mission/ Vision:
a) Employment generation and improvement of the Socio-economic status of the people of the District
by setting up Micro, Small & Medium Enterprises.
b) Rehabilitation through Financial Assistance from different Financial Institutions, insurance coverage
and obtaining of Artisan Credit Card for Handicraft Artisans.
c) Employment generation in Industry & Service sector through Prime Minister's Employment
Generation Programme (PMEGP) Scheme.
3. Brief History & Background for its Establishment:
The District Industries Center, Cuttack has been functioning since 1978, in order to provide service to
the people of Cuttack District in all respects of industrial promotion i.e. Preparation of Project Reports,
Facilitating Financial Assistance from Financing Institutions, Marketing Assistance, Allotment of Govt.
Land and Shed, Raw-material Recommendation, imparting of Entrepreneurship Development Training to
prospective entrepreneurs and providing different technical know-how etc. under one roof.
4. Duties performed:
To uplift the Socio-economical status of the inhabitants of Cuttack District by creating massive
employment & income generation opportunity for educated and unemployed people through
establishment of Micro, Small and Medium Enterprises and to provide self employment through various
Schemes such as PMEGP, R.H.A, Handicraft, Enterprise, R.C.A, MCM Training Programme . The General
Manager, DIC, Cuttack has been taking effective steps to fulfill the target under different Schemes with
the help of entire mechanism of the Office set up.
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5. Main Activities/ Function of the Public Authority:
The Industries Promotion Officers posted at Block level are responsible for identification of
entrepreneurs/ artisans and providing them necessary assistance for preparation of Scheme/ Project
reports, forwarding their Registration Applications, Loan Proposals to DIC Cuttack. The Industrial
Supervisor, IPO (Hd.Qtrs), KVIB Supervisor, posted in the Office of DIC, Cuttack are endorsing their files
through District Cottage Industries Officer and Asst. Manager to the General Manager, DIC, Cuttack for
final disposal.
6. Details of Service Rendered:
The D.I.C, Cuttack has assisted the Industrialists/ Entrepreneurs & artisans by providing Project
Profiles/ Reports, Technical know-how, Entrepreneurship Development Training, Skill up Gradation
training, Marketing assistance, Assistance to obtain finance from different Financial Institutions, Raw
materials and Govt. Land & Sheds.
CHAPTER-IV

7 MARKS EACH

Q1. What is working capital ? Describe the factors affecting it. (2016)
Ans :WorkingCapital (abbreviated WC henceforth) is a financial metric which represents operating
liquidity available to a business, organization or other entity, including governmental entity. Along with
fixed assets such as plant and equipment, working capital is considered a part of operating capital. Net
working capital is calculated as current assets minus current liabilities.
Factors affecting Working Capital requirement :
1.Nature of business: A trading organization requires larger working capital than a manufacturing one.
Thus, the basic nature of a business influences the requirement of working capital.
2.Scale of operation: Organization which operates on a large scale requires more working capital than
those which operate on a small scale.
3.Business Cycle: The phase of market, depression or boom affects the requirement of working capital.
4.Seasonal Factors: Seasonal growth or slowdown affects the need of working capital in a firm.
5.Production Cycle: The time period between receipt of raw material and their conversion into finished
goods is called production cycle. Firms that have a longer production cycle require a larger working
capital.
6.Credit Allowed: The extent of credit allowed by the company to its clients affects the requirement of
working capital. A liberal credit policy calls for more working capital since the number of debtors
increases.
7.Credit Availed: The amount of credit a firm avails from its suppliers also has an affect over the working
capital. More the credit availed, lesser is the working capital needed.
8.Operating efficiency: A firms operating efficiency in terms of debtors turnover, inventory turnover etc.
lowers down the requirement of working capital.
9.Availability of raw material: The availability of raw material in terms of lead time, continuity and
quantity affects the need of working capital.
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10.Growth Prospects: It shares a direct relation with working capital. Higher the growth rate higher
would be the working capital required.
11.Level of competition: higher level of competition may necessitate larger stocks of finished goods to
meet urgent demands/orders from customers. This increases the working capital requirement.
Competition may also force a firm to extend liberal credit terms.
12.Inflation: working capital requirement becomes higher with a high inflation rate because the cost of
maintaining production and sales increases.
Q2. Importance of financial management in the context of MSME (2017)
Financial management is very important or significant because it is related to funds of company.
Financial management guides to finance manager to make optimum position of funds. We can clearify
its value in following 5 points.
1. With study of financial management, we can protect our business from pre-carious mis-management
of money. Suppose, you are small businessman and you took short-term loan and financed fixed assets
with this loan. It means, you have to pay loan within one year but fixed assets can not be sold within one
year. In the end of year, you have not enough money to pay this long term debt and this will create risk
to your business’s existence. You will become insolvent. This is the simple example of mismanagement
of money in your small business, but we do large scalecompany business, importance of financial
management is greater than small business. We shouldinvest in fixed asset if there is any other source
of funds. In financial management, we make optimum capital structure and we should buy all fixed
assets out of share capital money because, it will reduce the risk of repayment.
2. In financial management, we deeply study our balance sheet and all sensitive facts should be watched
which can endanger our business into loss. For example, a closing balance sheet shows you, you have to
pay large amount of debt in next year and you have blocked all the money by purchasing goods or
inventory. Financial management teaches you that this is not good outflow of funds which is invested in
inventory. Blocked inventory never generate earning and your balance sheet’s stock value gives you idea
that your company is not capable to sell products quickly. Financial manager can elucidate you that
overstocking will increase godown expenses one side and it is also risky due to the danger of damage
the stock. Moreover, it increases risk of liquidity. Inventory management is the part of financial
management and merely using inventory management can be the best way to solve the problem of
overstocking.
3. An imprudent man never thinks return on investment but you are not imprudent. So, get some
knowledge of financial management, you can not endanger your money.
4. Financial management works under two theories. One theory reins bad sources of fund. This theory
elucidates us that we should think cost, risk and control and these should be minimum when we get
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money from others. Only financial management makes good financial structure to minimize cost, risk
and control of borrowed money. Second theory elucidates or clarifies us that we should think about
time, risk and return before investing our money. Our ROI should be more than our cost of capital. Our
risk of investment should be least. We should get our money with high return within very short-period.
All above things can be possible only after study financial management.
Q.3 Discuss the types of cash book.(2017,2019)
1] Simple Cash Books
This is also known as a Single Column Cash Book. This cash book will only record cash transactions. The
cash coming in (receipts) will be on the left and the cash payments will be on the right. And since we will
record all cash transactions here there is no need for a cash ledger account.
2] Two Column Cash Books
Here instead of one column, we have an additional column for discounts. So along with the cash
transactions, we will also record the discounts in the same cash book. So both discounts received and
the discount that is given is recorded here. If any organization is in a general practice of giving or
receiving discounts this is the preferable option.
3] Three Column Cash Books
Kinds of Cash Books - Three Column
This cash book has the cash, the discount and additionally the bank columns in it. Since the
development of banking most firms, these days prefer to deal in cheques or other such bills of
exchange. And so having a bank column in your cash book makes things concise and simpler to
understand.
4] Petty Cash Book
In a firm, there are usually cash transactions happening in all the departments. These we will record in
one of the above formats of cash books. But there are many cash transactions happening for very small
amounts. Sometimes there are dozens of such transactions that occur in just one day. These are known
as petty transactions. Examples are expenses for postage, stationery, traveling, food bills, etc.
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Q4. Cost Sheet Format WITH IMAGINARY FIGURES: (2018,2019)

CHAPTER-V

7 MARKS EACH{2016,2017}

Q1. Centralized purchasing :
Centralized purchasing refers to entirely centralized and center-led organizational structures. In both,
the purchasing department creates purchasing policies and standard operating procedures for the
entire business.
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Steps in purchase management :
1. Purchase Requisition: A form known as Purchase Requisition is commonly used as a formal request to
the purchasing department to buy materials specified therein. The requisition is received from certain
authorised persons. They are storekeeper, purchase planner, plant engineer, department heads.
A purchase requisition has the following purposes:
a. It sets the purchasing process in motion
b. It is a written record of details like quantities, any speciation etc.
e.

It provides date for reference i.e., date when materials are required.

Dates are important in case responsibility for stoppage in production due to shortage of
materials is to be determined.
2. Selecting the Supplier: When the purchase department receives a duly authorised purchase
requisition, the department invites tenders for the supply of materials. A comparative statement
known, as ‘schedule of quotation’ should be prepared so that supplier may be selected. The
important rule here is to buy best quality materials at the lowest possible price after giving due
consideration to delivery dates and other terms of purchase.
3. Purchase order: When the supplier is identified, the most common procedure is the
preparation of a purchase order. The purchase order is the form used by the purchase
department authorising the supplier to supply the specified materials at an agreed price and
terms.
4. Receipt of Materials: Receiving Department receives all incoming materials. When the
packages are received, the receiving official gets them and makes a detailed verification of the
contents. The details of the materials received are entered in a Goods received note. Five copies
of the note are prepared. Receiving department keeps one copy. The remaining copies are
routed to the purchase department, the department originating the purchase requisition, the
stores department and the accounting department.
5. Checking and Passing of Bills for Payment: Invoice gives details of goods supplied and the
amount to be paid. Account department receives the invoice from the purchase department.
Then, account department checks the authenticity as well as the arithmetical accuracy. The
quantity and the price mentioned in the invoice are checked with reference to goods received
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note and the purchase order respectively. The inspection report and goods returned note should
be compared with the invoice. It is also necessary to check extensions and totals. After
comparing these documents with the invoice, if it is found that the invoice is in order, the
purchase manager will sign it and pass it to the accounts department for payment.
Q.2 Discuss Techniques of inventory control. (2016,2019)
1. Setting up of various stock levels:
To avoid over-stocking and under stocking of materials, the management has to decide about the maximum level,
minimum level, re-order level, danger level and average level of materials to be kept in the store.
These terms are explained below:
(a) Re-ordering level:
It is also known as ‘ordering level’ or ‘ordering point’ or ‘ordering limit’. It is a point at which order for supply of
material should be made.
This level is fixed somewhere between the maximum level and the minimum level in such a way that the quantity
of materials represented by the difference between the re-ordering level and the minimum level will be sufficient
to meet the demands of production till such time as the materials are replenished. Reorder level depends mainly
on the maximum rate of consumption and order lead time. When this level is reached, the store keeper will
initiate the purchase requisition.
Reordering level is calculated with the following formula:
Re-order level =Maximum Rate of consumption x maximum lead time
(b) Maximum Level:
Maximum level is the level above which stock should never reach. It is also known as ‘maximum limit’ or
‘maximum stock’. The function of maximum level is essential to avoid unnecessary blocking up of capital in
inventories, losses on account of deterioration and obsolescence of materials, extra overheads and temptation to
thefts etc. This level can be determined with the following formula. Maximum Stock level = Reordering level +
Reordering quantity —(Minimum Consumption x Minimum re-ordering period)
(c) Minimum Level:
It represents the lowest quantity of a particular material below which stock should not be allowed to fall. This
level must be maintained at every time so that production is not held up due to shortage of any material.
It is that level of inventories of which a fresh order must be placed to replenish the stock. This
level is usually determined through the following formula:
Minimum Level = Re-ordering level — (Normal rate of consumption x Normal delivery period)
(d) Average Stock Level:
Average stock level is determined by averaging the minimum and maximum level of stock.
The formula for determination of the level is as follows:
Average level =1/2 (Minimum stock level + Maximum stock level)
This may also be expressed by minimum level + 1/2 of Re-ordering Quantity.
(e) Danger Level:
Danger level is that level below which the stock should under no circumstances be allowed to fall. Danger level is
slightly below the minimum level and therefore the purchases manager should make special efforts to acquire
required materials and stores.
This level can be calculated with the help of following formula:
Danger Level =Average rate of consumption x Emergency supply time.
(f) Economic Order Quantity (E.O.Q.):
One of the most important problems faced by the purchasing department is how much to order at a time.
Purchasing in large quantities involve lesser purchasing cost. But cost of carrying them tends to be higher.
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Likewise if purchases are made in smaller quantities, holding costs are lower while purchasing costs tend to be
higher.
Hence, the most economic buying quantity or the optimum quantity should be determined by the purchase
department by considering the factors such as cost of ordering, holding or carrying.

CHAPTER-VI

7 MARKS EACH

Q1. What is Production Planning? Describe with Steps in PPC. (2016,2019)
Ans :Production planning and control is one of the most important phases of production management,
it is, as a matter of fact, the nervous system of a manufacturing organization. In manufacturing
organization, it is essential that production is carried on in the best manner at the lowest cost, and the
goods are of right quality and are produced at the proper time. This can be ensured only through
proper planning of production. But, mere planning of production will not solve the problem because
production plans are not capable of self-actuating and do not lead to automatic accomplishment. For
that the production manager has to take certain steps like, he has to regulate work assignment, review
the work progress, and devise methods to bring conformity between the actual performance and
planned performance – so that plans chalked out are adhered to and the standards set at the planning
stage are properly attained and improved. This is the function of ‘production control’. Production
control, therefore, is a directive function which involves the coordination and integration of operations
and activities of different factors of production with a view to optimizing efficiency. Optimum efficiency
is attainable by proper planning of work, laying down of exact routes which operations shall follow,
correct fixing of time-table within which productive operations shall start and come to a close,
uninterrupted releasing of orders and work facilities, and timely initiation of appropriate follow-up steps
to ensure smooth functioning of the enterprise. In other words, production control involves planning,
routing, scheduling, dispatching and follow-up.
Steps in Production Planning and Control
1. Planning
The first important step in production planning and control is concerned with the careful preparation of
production plans. Production plans determine what will be produced and where, at what type, by
whom, and how. For detailed planning of operations, the relevant information may be obtained from
several sources in the enterprise. Information about quantity and quality of products to be
manufactured may be obtained from customers’ orders and the sales budget, and information about
production facilities may be obtained from the management and the engineering department.
2. Routing
The next important function of production planning and control is routing which involves the
determination of the path (i.e. route) of movement of raw materials through various machines and
operations in the factory. “Routing includes the planning of where and by whom work shall be done, the
determination of the path that work shall follow, and the necessary sequence of operations.
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From the above, it can be inferred that routing is one of the highly essential elements and prime
considerations of production control because many production control functions are closely related
processes and are dependent on routing functions. Thus, it is essential to solve the different problems
concerning: appropriate personnel; full utilization of machines; and determining with precise degree the
time required in the production process.
3. Scheduling
Scheduling is planning the time element of production – i.e. prior determination of “when work is to be
done”. It consists of the starting and completion times for the various operations to be performed. In
other words, scheduling function determines when an operation is to be performed, or when work is to
be completed, the difference lies in the details of the scheduling procedure.
4. Dispatching
Dispatching is the part of production control that translates the paper – work into actual production. It is
the group that coordinates and translates planning into actual production. Dispatching function
proceeds in accordance with the details worked out under routing and scheduling functions. As such,
dispatching sees to it that the material is moved to the correct work place, that tools are ready at the
correct place for the particular operations, which the work is moving according to routing instructions.
5. Expediting
Expedition or follow-up is the last stage in the process of production control. This function is designed to
keep track of the work effort. The aim is to ensure that what is intended and planned is being
implemented. “Expediting consists in reporting production data and investigating variances from
predetermined time schedules. The main idea behind expedition is to see that promise is backed up by
performance”. It includes the following functions:
 The name of the part to be produced, sub-assembly or final assembly
 The quantity to be produced
 Descriptions and numbers of the operations required and their sequence
 The departments involved in each operation
 The tools required for particular operation; and
 Machines involved in each operation and starting dates for the operations

CHAPTER-VII

7 MARKS EACH {2016,2017}

Q1.What is advertising ?Describe it’s medias.
Ans :Advertising is a form of communication for marketing and used to encourage, persuade, or
manipulate an audience (viewers, readers or listeners; sometimes a specific group) to continue or take
some new action. Most commonly, the desired result is to drive consumer behavior with respect to a
commercial offering, although political and ideological advertising is also common. In Latin, advertere
means "to turn the mind toward." The purpose of advertising may also be to reassure employees or
shareholders that a company is viable or successful. Advertising messages are usually paid for
by sponsors and
viewed
via
various traditional
media;
including mass
media such
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as newspaper, magazines, television commercial, radio advertisement, outdoor advertising or direct
mail; or new media such as blogs, websites or text messages.
Types of Media and Their Characteristics
In terms of overall advertising expenditures, media advertising is still dominated by Press and television,
which are of comparable size (by value of 'sales'). Posters and radio follow some way behind, with
cinema representing a very specialist medium.
Press
In the United Kingdom, spending is dominated by the national & regional newspapers, the latter taking
almost all the classified advertising revenue. The magazines and trade or technical journal markets are
about the same size as each other, but are less than half that of the newspaper sectors.
Television
This is normally the most expensive medium, and as such is generally only open to the major
advertisers, although some regional contractors offer more affordable packages to their local
advertisers. It offers by far the widest coverage, particularly at peak hours (roughly 7.00–10.30 p.m.) and
especially of family audiences. Offering sight, sound, movement and colour, it has the greatest impact,
especially for those products or services where a 'demonstration' is essential; since it combines the
virtues of both the 'story-teller' and the `demonstrator'. To be effective, these messages must be simple
and able to overcome surrounding family life distractions& mash;especially the TV remote.
Radio
Radio advertising has increased greatly in recent years, with the granting of many more licenses. It
typically reaches specific audiences at different times of the day—adults at breakfast, housewives during
the day, and commuters during rush hours. It can be a cost-effective way of reaching these audiences—
especially since production costs are much cheaper than for television, though the lack of visual
elements may limit the message. In radio advertising it is important to identify the right timing to reach
specific radio listeners. For instance, many people only listen to the radio when they are stuck in traffic,
whereas other listeners may only listen in the evenings. The 24 hour availability of radio is helpful to
reach a variety of customer sub-segments. In addition, it is a well-established medium to reach rural
areas.
Cinema
Though national audience numbers are down, this may be the most effective medium for extending
coverage to younger age groups, since the core audience is 15 to 35.
Internet/Web Advertising
This rapidly growing marketing force borrows much from the example of press advertising, but the most
effective use—adopted by search engines—is interactive.
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Mobile Advertising
Personal mobile phones have become an attractive advertising media to network operators, but are
relatively unproven and remain in media buyers' sidelines.
Q2.Discuss the importance of marketing Management.2019
Importance of Marketing Management:
Marketing management has gained importance to meet increasing competition and the need for
improved methods of distribution to reduce cost and to increase profits. Marketing management today
is the most important function in a commercial and business enterprise.
The following are the other factors showing importance of the marketing management:
(i) Introduction of new products in the market.
(ii) Increasing the production of existing products.
(iii) Reducing cost of sales and distribution.
(iv) Export market.
(v) Development in the means of communication and modes of transportation within and outside the
country.
(vi) Rise in per capita income and demand for more goods by the consumers.

CHAPTER-VIII

7 MARKS EACH

Q1. What is recruitment ? Describe the sources of recruitment. (2015,2019)
Ans :Recruitment refers to the process of attracting, screening, selecting, and onboarding a qualified
person for a job. At the strategic level it may involve the development of an employer brand which
includes an 'employee offering'.
The sources of recruitment are broadly divided into internal sources and external sources consisting of
the following:
Internal sources of Recruitment:
1. Present Permanent Employees : Organizations consider the candidates from this source for higher
level of jobs due to availability of most suitable candidates for jobs relatively or equally to external
sources, to meet the trade union demands and due to the policy of the organization to motivate the
present employees.
2. Present temporary/casual Employees: Organizations find this source to fill the vacancies relatively at
the lower level owing to the availability of suitable candidates or trade union pressures or in order to
motivate them on present job.
3. Retrenched or Retired Employees: Employees retrenched due to lack of work are given employment
by the organization due to obligation, trade union pressure etc. Sometimes they are re-employed by the
organization as a token of their loyalty to the organization or to postpone some interpersonal conflicts
for promotion.
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4. Dependents of Deceased, Disabled, retired and present employees: Some organizations function
with a view to developing the commitment and loyalty of not only the employee but also his family
members.
5. Employee Referrals: Present employees are well aware of the qualifications, attitudes, experience
and emotions of their friends and relatives. They are also aware of the job requirements and
organizational culture of their company. As such they can make preliminary judgment regarding the
match between the job and their friends and relatives.
External Sources of Recruitment
1. Campus Recruitment: These candidates are directly recruited by the Co; from their
college/educational institution. They are inexperienced as far as work experience is concerned.
2. Private Employment Agencies/Consultants: Public employment agencies or consultants like ABC
Consultants inIndia perform recruitment functions on behalf of a client company by charging fees. Line
managers are relieved from recruitment functions and can concentrate on operational activities.
3. Public Employment Exchanges: The Government set up Public Employment Exchanges in the country
to provide information about vacancies to the candidates and to help the organization in finding out
suitable candidates. As per the Employment Exchange act 1959, makes it obligatory for public sector and
private sector enterprises in India to fill certain types of vacancies through public employment
exchanges.
Q2 : What are the different methods of selection ? Describe. (2015,2016,2019)
Ans:It is a sad but indisputable fact that in any group of people who apply for a job, there will be a
number who will not give accurate information about themselves. This may be because they do not
understand what information it is that you need, or because they badly want the job, despite not being
sufficiently qualified or experienced, and don’t consider the problems they may face should they get it.
It is also true that businesses do not give accurate information for similar reasons.
This means that your information gathering and giving process needs to be as accurate as possible.
Screening
Once you’ve got your pool of candidates the filtering process can begin. If you attracted 80 or 90
applicants, you could filter by having them telephone and answer pertinent questions about their
experience or educational qualifications. Of course, you can also screen after shortlisting if you have
sufficient good candidates, by asking them to telephone for a brief chat.
Other screening processes could include using the type of information you already have as part of the
selection process. If, for instance, you already have a group of good workers doing the same job, you
could construct a profile looking at education, experience, etc. and exclude anyone who didn’t fit. There
are large companies that sell these sorts of profiles based on information from several organisations.
This is called bio-data and seems to be a good predictor of candidate performance.
Application forms
Inviting applications by CV makes things easier for applicants, but the resulting tidal wave can be
horrendous; trying to sort through a pile of CVs, all with different formats and with widely varying levels
of presentation, can be extremely time consuming and can make it difficult to spot key information.
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Consequently, many organisations have designed their own standard application form. These generally
are divided into a number of sections covering areas such as:
 knowledge, skills and attitudes;


experience;



physical criteria; and,



any other requirements.

Interview
Many people dislike the interview process, both as an interviewee and an interviewer. Although the
interview is the most popular form of selection, it is also the least useful in predicting the performance
of candidates on the job. Much of the reason that interviews are such a bad predictor is because
interviewers simply don’t like being in a face-to-face situation where people are asking them for
something (in this instance a job!), or because they have a total misperception of the interview process.
Other problems include those people who were appointed to the post on the basis of 'gut feeling' and
those who bring their unrecognised and recognised prejudices to the process of selection. Imagine
someone who wouldn’t appoint short people (too pushy), bearded people (something to hide), people
who wear suede shoes (unreliable), people who are too thin (personality problems), and people who are
the 'wrong' star sign!
Interviews are none the less an important method of exchanging information, but only if they are
approached in the right way.
Realistic job previews
Methods like this are time-consuming and there are serious issues of confidentiality, but if you can
screen your shortlist down to two or three candidates, there’s no reason why you shouldn’t bring them
in and give them a problem to handle.
You do need to make sure that the problem has a clear solution; preferably, it would be a problem that
you’ve already dealt with successfully.
A benefit with realistic job previews is that they can involve more staff in the selection procedure.
People tend to work well with candidates whom they have seen and had some say about.
Portfolios
Portfolios are little used in the United Kingdom with the exception of specialist professions, such as
photography or graphic design. However, the development of portfolios such as Records of
Achievement seems to indicate that this may be changing.
References
Written references have some drawbacks; perhaps someone wants rid of an employee - they certainly
won’t give a poor reference under those circumstances! Poor references could also turn out to be
libelous, although one of the main problems is that people just don’t know what you’re asking for. The
most accurate references may come from face-to-face or telephone interviews with someone who has
had direct experience of the candidate’s work.
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Q3. Describe methods of training. (2017)
A. On-the-job Training Methods:
1. Coaching
2. Mentoring
3. Job Rotation
4. Job Instruction Technology
5. Apprenticeship
6. Understudy
B. Off-the-Job Training Methods:
1. Lectures and Conferences
2. Vestibule Training
3. Simulation Exercises
4. Sensitivity Training
5. Transactional Training
A. On-the-job training Methods:
Under these methods new or inexperienced employees learn through observing peers or managers
performing the job and trying to imitate their behaviour. These methods do not cost much and are less
disruptive as employees are always on the job, training is given on the same machines and experience
would be on already approved standards, and above all the trainee is learning while earning. Some of
the commonly used methods are:
1. Coaching:
Coaching is a one-to-one training. It helps in quickly identifying the weak areas and tries to focus on
them. It also offers the benefit of transferring theory learning to practice. The biggest problem is that it
perpetrates the existing practices and styles. In India most of the scooter mechanics are trained only
through this method.
2. Mentoring:
The focus in this training is on the development of attitude. It is used for managerial employees.
Mentoring is always done by a senior inside person. It is also one-to- one interaction, like coaching.
3. Job Rotation:
It is the process of training employees by rotating them through a series of related jobs. Rotation not
only makes a person well acquainted with different jobs, but it also alleviates boredom and allows to
develop rapport with a number of people. Rotation must be logical.
4. Job Instructional Technique (JIT):
It is a Step by step (structured) on the job training method in which a suitable trainer (a) prepares a
trainee with an overview of the job, its purpose, and the results desired, (b) demonstrates the task or
the skill to the trainee, (c) allows the trainee to show the demonstration on his or her own, and (d)
follows up to provide feedback and help. The trainees are presented the learning material in written or
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by learning machines through a series called ‘frames’. This method is a valuable tool for all educators
(teachers and trainers). It helps us:
a. To deliver step-by-step instruction
b. To know when the learner has learned
c. To be due diligent (in many work-place environments)
5. Apprenticeship:
Apprenticeship is a system of training a new generation of practitioners of a skill. This method of
training is in vogue in those trades, crafts and technical fields in which a long period is required for
gaining proficiency. The trainees serve as apprentices to experts for long periods. They have to work in
direct association with and also under the direct supervision of their masters.
The object of such training is to make the trainees all-round craftsmen. It is an expensive method of
training. Also, there is no guarantee that the trained worker will continue to work in the same
organisation after securing training. The apprentices are paid remuneration according the
apprenticeship agreements.
6. Understudy:
In this method, a superior gives training to a subordinate as his understudy like an assistant to a
manager or director (in a film). The subordinate learns through experience and observation by
participating in handling day to day problems. Basic purpose is to prepare subordinate for assuming the
full responsibilities and duties.
B. Off-the-job Training Methods:
Off-the-job training methods are conducted in separate from the job environment, study material is
supplied, there is full concentration on learning rather than performing, and there is freedom of
expression. Important methods include:
1. Lectures and Conferences:
Lectures and conferences are the traditional and direct method of instruction. Every training
programme starts with lecture and conference. It’s a verbal presentation for a large audience. However,
the lectures have to be motivating and creating interest among trainees. The speaker must have
considerable depth in the subject. In the colleges and universities, lectures and seminars are the most
common methods used for training.
2. Vestibule Training:
Vestibule Training is a term for near-the-job training, as it offers access to something new (learning). In
vestibule training, the workers are trained in a prototype environment on specific jobs in a special part
of the plant.
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An attempt is made to create working condition similar to the actual workshop conditions. After training
workers in such condition, the trained workers may be put on similar jobs in the actual workshop.
This enables the workers to secure training in the best methods to work and to get rid of initial
nervousness. During the Second World War II, this method was used to train a large number of workers
in a short period of time. It may also be used as a preliminary to on-the job training. Duration ranges
from few days to few weeks. It prevents trainees to commit costly mistakes on the actual machines.
3. Simulation Exercises:
Simulation is any artificial environment exactly similar to the actual situation. There are four basic
simulation techniques used for imparting training: management games, case study, role playing, and inbasket training.
(a) Management Games:
Properly designed games help to ingrain thinking habits, analytical, logical and reasoning capabilities,
importance of team work, time management, to make decisions lacking complete information,
communication and leadership capabilities. Use of management games can encourage novel, innovative
mechanisms for coping with stress.
Management games orient a candidate with practical applicability of the subject. These games help to
appreciate management concepts in a practical way. Different games are used for training general
managers and the middle management and functional heads – executive Games and functional heads.
(b) Case Study:
Case studies are complex examples which give an insight into the context of a problem as well as
illustrating the main point. Case Studies are trainee centered activities based on topics that demonstrate
theoretical concepts in an applied setting.
A case study allows the application of theoretical concepts to be demonstrated, thus bridging the gap
between theory and practice, encourage active learning, provides an opportunity for the development
of key skills such as communication, group working and problem solving, and increases the trainees”
enjoyment of the topic and hence their desire to learn.
(c) Role Playing:
Each trainee takes the role of a person affected by an issue and studies the impacts of the issues on
human life and/or the effects of human activities on the world around us from the perspective of that
person.
It emphasizes the “real- world” side of science and challenges students to deal with complex problems
with no single “right” answer and to use a variety of skills beyond those employed in a typical research
project.

42

In particular, role-playing presents the student a valuable opportunity to learn not just the course
content, but other perspectives on it. The steps involved in role playing include defining objectives,
choose context & roles, introducing the exercise, trainee preparation/research, the role-play, concluding
discussion, and assessment. Types of role play may be multiple role play, single role play, role rotation,
and spontaneous role play.
(d) In-basket training:
In-basket exercise, also known as in-tray training, consists of a set of business papers which may include
e-mail SMSs, reports, memos, and other items. Now the trainer is asked to prioritise the decisions to be
made immediately and the ones that can be delayed.
CHAPTER-IX

7 MARKS EACH {2015,2017,2018}

Q1. What is industrial sickness ?Describe the measures to overcome the industrial sickness.
Ans :Industrial sickness is defined in India as "an industrial company which has, at the end of
any financial year, accumulated losses equal to, or exceeding, its entire net worth and has also suffered
cash losses in such financial year and the financial year immediately preceding such financial year".
On the following parameters for the categorisation of the unit in the sick category.
1. Continuous default in repaying the dues of industry.
2. Continuous default in repaying the instalments which have fallen due.
3. Continuous losses.
Sickness concerns the Government, employees, bankers and others having direct contact with the
company. However it is also a national problem in as much as companies which consistently make losses
result, inter-alia in:
a. Underutilisation of productive capacity
b. Lack of product demand
c. Loss of revenue in various forms of indirect taxes
d. Over Staffing
e. Possible loss of exports
The industrial sickness can be due to many factors such as:a. Bad strategy and policy
b. No diversification, product obsolescence
c. Company went into new project which was badly conceived
d. Delays in execution of new project
e.Poororganisation and staffing
f. No modernisation
g. Old and expensive manufacturing process
h. Poor Marketing Organisation
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i.Inadequate emphasis on marketing as opposed to selling
J. Did not change from seller's to buyer's market
k. Lack of any formal Planning, especially financial planning
CAUSES OF SICKNESS
1- Internal Cause for sickness :
 Lack of Finance
 Bad Production Policies



Inappropriate Personnel Management
Ineffective Corporate Management

2- External causes for sickness:
 Marketing Constraints
 Production Constraints
 Financial Constraints
Effect of Sickness :
 Sick Units
 Burden on banks and budget
 Consumers have to pay high cost
 Restrict employment opportunities
 Affects the availability of resources to other viable units
Remedies :
 Role of Government
 Role of financial Institutions
 Role of industry associations
 Capacity utilization
 Autonomy to Managerial and Technical works
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CHAPTER-X

7 MARKS EACH {2016,2017,2018}

Q1. Duties & powers of a factory inspector.Describe.
Ans :INSPECTOR :Every district magistrate works as an inspector of factory in his district. Inspector is appointed by the provincial
govt. He can exercise his power within his district. If any person who is interested in any industry cannot be
appointed for that post and if he already holds the post he cannot retain.

POWERS & DUTIES OF INSPECTOR
1. Entry In Factory :According the factories act inspector can visit the factory premises with his assistants with out getting any
permission.
2. Power Of Examination :Inspector has power to get necessary evidence at the sport or otherwise such evidence of a person for the
purpose of factories act.
3. Powers Of Evidence :According the act inspector has power to examine the prescribed registers plants and premises of the factory.
4. Other Powers :Keeping in view the purposes of the factories act inspector can use other powers also.
5. With In The Limits :Inspector is allowed to use his powers with in the district or allocated specified area. He cannot use his powers in
other areas.
6. Lawful Direction :It is the duty of the inspector that he should issue the directions to the manager of factory, not to do unlawful
actions. He can direct the manager not to employ the children as a workers.
7. Prohibition Of Any Person :Inspector can prohibit the employment of any person and manager of factory will obey his orders.
8. Subordination Of Authority :Inspector can act as subordinate to specified authority. His all actions relating to factory will be according the law
of factories act.
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Q2.FACTORIES ACT RELATING TO HEALTH,WELFARE,HOURS OF WORK ETC.(2017)
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